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ABSTRACT 


Any  time  an  individual  attempts  to  convey  their  thoughts  to  another  person,  a communication  process  is  taking  place.  The  degree  to  which  this 
message  is  successfully  conveyed  reflects  the  strength  of  the  individual’s  communication  skills.  As  miscommunications  are  typically  the  result 
of  a message  being  improperly  conveyed,  strong  communication  skills  are  an  absolute  necessity.  Within  a social  setting,  strong  communication 
skills  help  to  build  and  develop  social  bonds,  while  strong  communication  skills  within  a work  environment  help  to  ensure  that  tasks  are  com- 
pleted according  to  their  necessary  specifications.  Management  is  possible  only  if  the  communication  system  is  proper.  An  organization  cannot 
survive  without  management  but  management  is  not  possible  without  effective  communication.  So  communication  is  a building  block  of  suc- 
cessful organizations.  Present  paper  is  based  on  secondary  sources  of  information  and  aims  at  describing  various  aspects  of  communication;  its 
meaning,  components,  importance  in  business,  its  barriers  and  their  removal.  The  purpose  of  the  paper  is  just  to  suaspects  of  communication. 
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Meaning 

Communication  is  a process  of  exchanging  verbal  and  non-verbal  mes- 
sages. Communication  is  sending  and  receiving  information  between 
two  or  more  persons.  The  content  of  communication  can  be  facts,  con- 
cepts, opinions,  attitudes,  ideas  and  emotions.  Communication  word 
has  been  derived  from  the  word  “communis”  which  means  'to  share'. 
Communication  means  to  share  ideas,  information,  emotions,  data, 
information,  facts  etc.  Any  activity  which  involves  more  than  one  per- 
son to  complete  it  cannot  be  completed  successfully  without  communi- 
cation. Knowledge  cannot  be  spread,  preserved  without  a way  to  com- 
municate it.  In  business,  where  a no.  of  persons  is  engaged, nothing  is 
possible  without  communication 

Types 

Communication  can  be  oral/verbal  (using  voice),  written  (using 
printed  or  digital  media  such  as  magazines,  books,  websites  etc.), 
visual  (using  maps,  logos,  charts  or  graphs),  non-verbal  (using  body 
language,  gestures  and  the  tone  and  pitch  of  the  voice). 

Components  of  communication  process:  Communication  is  a pro- 
cess of  transferring  data,  facts,  information,  ideas  etc.  from  one  per- 
son/place to  another  person/  place.  It  is  a continuous  process.  Essen- 
tial element  of  the  process  is  message  which  is  to  be  transmitted  from 
the  send  to  the  recipient.  For  such  transmission,  some  media/  channel 
are  required.  It  is  essential  that  the  recipient  understand  the  message 
in  the  same  sense  that  the  sender  intended.  The  recipient  must 
response  within  a time  frame.  So  communication  is  a two  way  process 

i.e.  if  the  recipient  does  not  get  the  message  or  in  the  same  sense,  then 
there  is  no  communication  happened. 


Communication  process  involves: 

1.  Sender:  sender  may  be  an  individual,  group  or  an  organisation. 
The  sender  encodes  the  message  i.e.  makes  use  of  symbols,  word  or 
visual  aids  to  convey  the  message  and  produce  the  intended  response. 
The  views,  background,  approach  and  skill  of  the  sender  has  a great 
impact  on  the  message  construction. 

2.  Message:  message  is  the  main  component  of  the  process  which 
decides  the  response  of  the  recipient.  Communication  starts  with 
deciding  about  the  message  to  be  conveyed.  Objective  of  message  must 
be  very  clear. 

3.  Medium:  medium  is  means  to  transmit  the  message.  Choice  of 
appropriate  medium  is  essential  to  send  the  message  correctly  and 
effectively.  The  choice  of  medium  depends  upon  the  requirements  of 
the  communication.  For  instance  message  in  written  form  will  do 
better  when  it  is  to  be  conveyed  to  a small  no.  of  recipients  but  it  would 
be  better  to  communicate  orally  when  a spontaneous  response  is 
sought  as  misunderstandings  or  confusions  are  cleared  then  and 
there. 

4.  Recipient:  the  recipient  decodes  the  message  sent  by  the 
sender/encoder.  Understanding  of  message  by  the  decoder  depends  on 
his  knowledge,  reliance  on  the  encoder. 

5.  Feedback:  efficacy  of  the  message  is  judged  by  feedback  from  the 
recipient.  It  helps  the  sender  ensuring  the  correct  interpretation  of 
the  message  by  the  recipient.  Feedback  may  be  in  verbal  (through 
words)  or  non-verbal  (in  form  of  smile,  sighs  etc.).  It  may  be  in  written 
form  in  case  of  reports  or  memos. 

Communication  skills  in  business: 

Communication  skill  means  ability  to  communicate  effectively.  Com- 
munication skill  is  the  most  important  of  all  life  skills.  Communica- 
tion skills  are  significant  to  undertake  the  basic  functions  of  manage- 
ment i.e.  planning,  organizing  coordinating,  motivating,  supervising 
and  controlling  etc.  Management  is  nothing  without  communication. 
Communication  acts  as  organizational  blood  because  managers  are 
dependent  on  communication  to  have  information  for  planning  and 
then  to  convey  the  plans  to  implement  them  timely  and  effectively. 
Organizing  also  requires  effective  communication  with  others  about 
their  roles  and  responsibilities  etc.  Controlling  is  also  not  possible 
without  written  and  oral  communication.  Managers  spend  their  75% 
time  in  communication.  This  is  the  importance  of  communication  in 
business.  Communication  helps  in  motivating  employees  by  clarify- 
ing their  roles,  manners  of  improving  their  performance.  Communica- 
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tion  helps  in  identifying  different  courses  of  actions  to  support  effec- 
tive decision  making.  Communication  helps  in  altering  attitudes  as  a 
well  informed  employee  will  have  better  attitude  than  a less  informed 
one. 

In  the  early  days,  communication  was  one  way  only  i.e.  from  top  to  bot- 
tom. Everything  from  strategy  formulation  to  dealing  with  employees 
would  be  discussed  behind  the  doors.  Employees  were  having  no  say 
in  the  management  but  to  follow  the  decisions  of  the  owners.  Such 
management  attitudes  led  to  growth  of  labor  unions.  In  reaction  to 
union  demands,  managements  created  communication  systems 
where  rank  and  file  members  could  speak  their  minds  through  their 
representatives.  Managers  eventually  realized  that  employees  could 
have  contributed  to  solve  company  problems.  When  given  the  chance 
to  contribute  many  employees  made  most  of  it.  This  type  of  feedback 
came  to  be  called  bottom-up  communication.  Today  we  have  partici- 
pated management  where  the  business  owners  don't  just  read  the 
reports  but  visit  the  factories  to  observe  the  employees  on  work  and 
ask  their  opinions. 

To  be  a good  communicator  in  business  one  has  to  improve  upon  inter- 
personal skills,  writing  skills,  presentation  skills  and  personal  skills. 
When  we  interact  with  one  or  more  persons  then  we  use  interpersonal 
skills  which  can  be  affected  by  our  listening  ability.  Listening  is  the 
most  important  interpersonal  skill.  The  ability  to  write  clearly  and 
effectively  is  key  to  communication.  Personal  skills  helps  to  maintain 
a healthy  body  and  mind  and  thus  effects  communication. 

7 c's  of  effective  communication  in  business 

According  to  the  7 c's  communication  needs  to  be: 

1.  Clear:  the  purpose  of  the  message  must  be  very  clear  in  a communi- 
cation. For  making  it  clear  try  to  minimize  the  ideas  involved  in  a sen- 
tence and  thus  easy  for  the  recipient  to  understand  and  minimum 
effort  on  his/her  part  to  make  assumptions. 

2.  Concise:  the  message  should  very  concise  avoiding  the  filler  words 
and  repetitions  of  the  same  points. 

3.  Concrete:  the  message  should  be  solid,  with  details  (but  not  too 
many),  vivid  facts  and  laser  like  focus  to  make  it  effective. 

4.  Correct:  a correct  communication  always  fits  the  recipient.  It  is 
without  grammatical  errors,  correctly  spelled  and  technically  recipi- 
ent friendly. 

5.  Coherent:  coherent  communication  is  logical  and  has  relevance  to 
main  topic.  The  consistent  tone  and  flow  of  text  make  it  easy  to  under- 
stand and  more  logical. 

6.  Complete:  a complete  message  has  everything  it  meant  to  inform 
the  recipient.  There  is  nothing  missing  in  it. 

7.  Courteous:  courteous  communication  is  without  hidden,  passive, 
aggressive  words,  clear,  honest  and  open.  It  is  always  according  to  the 
viewpoint  of  the  recipient  and  empathetic  to  his/her  needs.  Organiza- 
tional grapevine  In  business,  the  better  one  communicates  the  more 
credibility  he/she  will  have  with  the  colleagues,  customers  and  the 
boss. 

There  are  two  kinds  of  communication  networks  in  an  organiza- 
tion: 

Formal  communication  network  and  Informal  communication 
network.  Formal  or  organized  networks  are  encouraged  explicitly  by 
the  management.  Informal  networks  which  are  also  known  as  orga- 
nizational grapevine  wherein  new,  views  and  information  are 
exchanged  over  coffee,  tea  and  less  formally  over  drinks  and  ciga- 
rettes. Informal  networks  consist  of  colleagues,  superiors  and  subor- 
dinates. 

Grapevine  communication  helps: 

• Carrying  and  spreading  information  rapidly 

• Getting  quick  feedback  on  the  policies  of  management. 

• Developing  group  cohesiveness  among  employees  as  they  discuss 
their  views  and  ideas  openly. 


• As  emotional  support  for  the  employees  and  get  back  to  the  work 
after  any  setback  or  demotion  etc. 

• As  supplement  in  those  cases  where  formal  communication  does 
not  serve  the  purpose.  Grapevine  communication  is  discouraged 
because: 

• It  is  more  based  on  rumors  and  does  not  carry  correct  and  com- 
plete information. 

• It  is  not  trustworthy  but  based  on  gossip  and  unconfirmed  report. 

• It  affects  the  productivity  of  employees  as  they  work  less  but  talk 
more  to  discuss  unnecessary  issues. 

• It  leads  to  make  hostility  against  the  executives. 

• It  may  hamper  the  goodwill  of  the  organization  as  it  may  spread 
negative  information  about  the  high  level  officials  of  the  organiza- 
tion. 

Barriers  to  communication 

Communication  is  effective  and  complete  if  it  is  received  and  under- 
stood with  the  same  meaning  by  the  recipient,  the  sender  has  send  it 
with.  But  if  there  is  any  kind  of  disturbance  in  any  step  of  the  commu- 
nication process,  the  message  will  be  destroyed  and  the  purpose  of 
communication  is  beaten.  And  this  leads  to  great  problems  in  organi- 
zations. Thus  it  is  required  to  locate  such  disturbing  factors/barriers 

Conclusion: 

Communication  Is  Life  Blood  Of  An  Organization.  Today,  In  The  Era 
Of  Information,  When  Knowledge  Creation,  Storage  And  Synthesis 
Are  The  Key  To  Success,  An  Organization  Cannot  Compromise  On  Its 
Communication  System  Quality.  An  Organization  Has  To  Smarten 
Its  Communication  System  To  Meet  The  Burning  Desires  Of  Compet- 
ing Atglobal  Level. 
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